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.'what is the mction of the office in which this record series. is created? 

, 
These records accumulate as a result of administering a state-wide program of 
Personnel Administration and are created as a result of examing applicants for 
positions to determine eligibility for employment, including scheduling examination, 
making'reservations,.wking public announcements, providing place of examination, 
developing examinations, -conducting tests, grading exams, notifying applicants, 
providing information to Personnel Transactions Division. 
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1. m-ollowing documents (include form numbers and titles, if any, 
and file arrangement). - 

(1) File relates to individual examination questions which are used to make up an 
examination. 

~ . . .  7 = ( 2 ~ )   single .I= cards cmtaining W-e lest questi-on .which is manipulated by compu.ter 
to give randomset of test questions to be used t o  construct new examinations. 

(3) Filed by test subject. 



13. Is t h i s  t h e  Record Copy of t h e  series? 

1 4 .  Is  there  a duplication of  t h i s  s e r i e s  i n  another of f ice  o r  agency? 

1 5 .  Is the information contained ill t h i s  series ever surparized or p'ublished? 
Attach copy of summary o r  publication. 

Examination questions a r e  c l a s s i f i ed  
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16. Does the  se r i e s  contain c l a s s i f i e d  information; requiring securi ty  handling? . . . .  .. c- [ X I  ~[ 1 

/ 
.. 
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17. Does the  s e r i e s  init iate,  amend o r  terminate agency-policiek and pf%Eedui;es? ' .  ' '[ ] [ . .  , . -  , .  . . ~ .  
r .. J . .. . . -  

- . ' = - - .  
18. Could t h e  function be performed i f  t h e  f i l es  were l o s t  o r  destroyed? P I  [ 1 
19. Is the  s e r i e s  ( o r  major portion of it) regularly microfilmed? If yes,  why? [ 1 : P I  
20 .  Does the  record s e r i e s  p o v i d e  data as input t o  an EDP f i l e ?  !?I [ 1 

21. Does t he  record s e r i e s  contain documentation produced as EDP pr intout?  ' - F l  [ 1 

22. Has the  Federal Government issued ins t ruc t ions  govern$ng the  retention/dispo- . [  1 F l  

Develop new examination questions 

Input fo r  EDP examination question f i l e  - .  

EDP print-out of examination questions 
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23. W i l l  t here  b e  a need -for, these records ~. -10, -15 years from now?  if yes,  -what? - ~ '- [ -3 [ x] -- I_- - ~ - _  ~. 
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. _ _  I 24. REQUIREMEKTS. The following requires the fi1es"to'be kept  ~ superSede$& .. - .  :' . .  - . . .  ~- , ~ ~ r  - =  - "  ,- 

a. [ ]STATE b .  [ ]STATUTE OF c.  [ ] A U D I T ,  d .  [ ]FEDERAL e .  [dADMINISTRATIVE f. [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(Cite LCW, S ta tu t e ,  or other  reason for the re t en t ion  requirement) 

_ _  __ 
25. AGENCY R h i s  agency recommends t h a t  the f i l e s e r i e s  be cut of f  at the end 

of each -[]CALENDAR YEAR -[]FISCAL YEA? -[dCTHER When suv ~ erseded ,then : 

[ ] Hold i n  t he  current f i l es  area % :month(s)/ year(s): 
[ 3. Transfer t o  [ 1 S t a t e  Records Center [ ] Local Holding Area; hold yea r ( s ) :  
[ ] Destroy: 
[ 3 Transfer t o  S ta te  Archives fo r  permanent re tent ion.  
[ ] Destroy immediately after cut-off. 
[X 1 Other: (Specify) 
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Destrcry when sup-erseded,'-obsolet,e, 'of  no^ lorrger needed 'for' reference - ~. . . r  T r  . - . -  " ~,~~~ @ - ~' r -  r : ? - - ' - '  ~ " f ~  
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( Indica te  b r i e f l y  ra t ionale  for recornendations above/or write addi t ional  remarks)  : 
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